MiMaine

Department of

il ES U cation

SNP Administrative Review

Sponsor User Manual




Table of Contents

1.0 AdMiNistrative REVIEW OVEIVIEW ........eiiiiiiiiiiiiiiieeeeittee sttt e st e et e e s e sanr e e e s sneneee s 3
P O N CT= o T= ] =T (=T F PP PUPPPRN 3
2.1 ACCESSING the W EDSITE. . uuuiiiiiiiiiiiiiiiieiiittiettteeeieereeeaeeeaaeeeeaeseeeseeereeasaseseasssasssesssssssnssnnsnrnnnnnnns 3

B 2 Mo -4 1 =0 | 1P 3
2.3 PrOZramMS IMBNU ...uuuii ittt e e e e ettt e e e e e et ettt b s e e e e e eeeeesaa e e e eeeeeeeennnaeens 4
B (o) Aol T o= Y- PSSP 4
PR fe =4 =10 o I =T T O UPP PP 4
O Y= 1o U 4 Y TP PP UPPPTP PR 5
3.1 SECUNITY OVEIVIEW euuiiiiieiiiiiiiiii e ettt e e e e e e e e e et se s e e e e e e e et b e e eeeeeeeeetbaaaneeeeeeeeneesnanaeeeas 5
4.0 E-ReVIEWS FUNCLIONS...cciiiiiiiiiiiiiiiicieii e 5
4.1 Accessing E-RevieWs FUNCLIONS ....c..uuiiiiiiie e e e e e e et eeeeean 6
4.2 Review SUMMArY PAgE OVEIVIEW ....iiiiiiiiiiiiiiiiie e e eeeeeiiiies e e e e e e eeaaiaes e e e e e e eeeaaaaaseeeeeaeesesanans 6
4.2.1 SPONSOr REVIEW PAZE ...ttt ettt s e e e e e e e aat s e e e aeeenesannes 7
4.2.2 Sid@-Bar IMBNU ...ttt 8
4.2.31C0N IMEBNU .ottt 8

e e IV TV VA o T o VY o Yo ] Y 9
4.4 COrrective ACLION RESPONSES c.uuuieiiiiiieeeiice e et e e et e e et e e e et e e e e et e e e eattaeeeesaaeeesssaneeeeesnn 9
5.0 Completing an AdmiNiStrative REVIEW .......ccciviiiuiiiiiiieee et e e e e e snvaeeeea e 11
5.1 Completing the General Portion of the REVIEW .........uuuueuiiiii s 11
5.2 Completing the Sponsor-Level Portion of the REVIEW ............eeveeveeuireiriinrieniiiniiinirennnennnnnn, 12
6.0 Additional Side-Bar MenuU RESOUICES .....c.ccuuiiiiiiiiiieeeiete ettt e e e 13
6.1 REVIEW PAZE LINKS ..uuuiiiiiiiiiiiiiiiiiiieiiiiitiiiittieeteeetteeaeeesaeesaaeesessaesesessanssssssssssnnsssnsnnnsnnnsnnnnnnnes 13
6.2 REVIEW STAtUS ...oviiiiiiiiiiiiic e 14

L I Lo (=L TR 14
6.4 TEChNICAl ASSISTANCE .....eiiiiiiiiiie ettt e e e e s e e e e e 14
6.5 COMMEBNAATIONS ...eiiiiiiiiiii it e e s e e e e e e s nrr e e e e 15

© 2022. EMS LINQ, Inc. All rights reserved




1.0 Administrative Review Overview

State agencies are responsible for performing an Administrative Review for all School Food
Authorities (SFAs), i.e., sponsors, participating in the School Nutrition Program (SNP) to ensure
compliance with USDA regulations for serving school meals. SNP Administrative Reviews are
performed on a three-year cycle unless the state has received a waiver from the USDA to alter
the review cycle.

2.0 Getting Started
2.1 Accessing the Website

Maine Department of Education (Maine DOE) provides child nutrition program sponsors with a
login to CNPWeb. CNPWeb is where you will access the School Nutrition Program module
where the SNP Administrative Review (E-Reviews) feature can be found. This is where you will
complete the offsite portion of the review.

2.2 Logging In
To log in to the SNP module:

1) Access the system by typing the URL (https://me.cnpus.com/cnp/Login) into the address
line of your web browser.

2) Enter your assigned user ID.
3) Enter your password.

4) Select Login.

1D
Welcome to c”web"’

Sign In
Maine
Department of
Educc‘hon Enter User Id
2
Enter Password:
p &
.l' Forgot User ID?
Contact Maine DOE at (207)624-6842 or (207)624-6843
Child Nutrition Forgot Password?

Maine Department of Education
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https://me.cnpus.com/cnp/Login

2.3 Programs Menu

Once logged in, the Program Selection screen will display. Access to specific program modules is
based on the user’s security rights. Select the SNP program code to go to the School Nutrition
Program page.

Program Selection

Program Code Program Description

SMP School Mutrition Programs

CACFP Child and Adult Care Food Prograrm
SFSP Summer Food Service Program
FDF Food Distribution Program

2.4 Notice Page

After selecting SNP, the Notice page may populate. This page is used to provide sponsors with
important information and updates. Click Next Page to move forward.

Next Fage =>

School Year 2023 Fresh Fruit and Vegetable Program (FFVP) applications are now available!

Please follow these instructions for completing the FFVP application:

= Select SNP under Program

« Select 2023 under Program Year

. Onthe Sponsor Summary screen, you will see a Forms tab. This tab is where the FFVP application lives.
One row viill be shown for each school that is eligible to apply

« Click on the plus sign under “Action™. this will take you to the application

*The deadline to submit a completed application is Friday, April 22, 2022

For qusstions, plea

ontact Stephanie Stambach at stephanie stambach@maine gov or 207-215-9437.

2.5 Program Year

System data is organized by program year. Upon logging in to the system, select the desired
program year from the list.

Program Year Selection

Program Year Program Begin Date Program End Date
2020 October 1, 2019 September 30, 2020
2021 Octaber 1, 2020 September 30, 2021
2022 Octaber 1, 2021 September 30, 2022
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3.0 Security

3.1 Security Overview

Each user is responsible for any actions taken under their user ID. CNPWeb is designed to allow
the sponsor and state to manage the distribution of federal funds for food programs. This
means all user IDs are responsible for following CNPWeb, state, and federal security guidelines.

User access is managed by the state via access group permissions. In most instances, two
access groups with special Administrative Review permissions are created:

Admin Review (state) — users in this access group generally have overall access to the E-
Reviews feature.

Admin Review (sponsor) — users in this access group are usually given permission (by a
state user) to access offsite assessment forms, corrective action documents,
commendations, technical assistance, notes to sponsor, and attachments.

4.0 E-Reviews Functions

This section of the manual provides information on how to navigate to and use the functions
associated completing the sponsor portion of an SNP Administrative Review in CNPWeb.

Through the SNP Administrative Review (E-Reviews) feature, authorized sponsor users can:
View scheduled reviews and track review progress

Access reference documents containing information on USDA Administrative Review
guidance and instructions for correctly completing sponsor-level forms of the review

Complete the USDA offsite review forms

View corrective action, notes, technical assistance, and commendations entered by the
state reviewer

Submit corrective action responses
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4.1 Accessing E-Reviews Functions
To access E-Reviews functions:

1) Login and select a program year.

2) Select E-Reviews from the main menu.

3) The E-Reviews dropdown list will display. All available functions will be discussed in the
following sections.
SNP  Applications ~ E-Reviews ~ Reports ~ Help ~

E-Review Log by Sponsor

Corrective Action Responses

4.2 Review Summary Page Overview

The Review Summary page is used within the general Administrative Review context to
manage review activities. Sponsors will use this page to navigate to the sponsor-level portion
of the review (see section 5.0 for step-by-step instructions for completing offsite questions).
Reviews are set up in a three-tiered approach, represented on the Review Summary page with
three colored banners.

1) Review Summary (Green): top-level information; general forms and questions to be
completed; list of sponsor and site reviews to be completed; general references; site
selection

2) Sponsor Review (Blue): sponsor-level forms and related tools/resources

3) Site Review (Yellow): site-level forms and related tools/resources

i Overview Review Summar\/ Acton Public Schools (2)

Jump to Question

Review Listing

Select Name Period Rev Nbr  On-Site Date Begin Date End Date Assigned To Status Action

(1 Acton Public Schools (2) Jul 2020 0 Open ®

W References

Note: Sponsor users will typically only have access to the Review Summary and Sponsor Review
pages. Site-level questions are completed by a state reviewer after an onsite visit.

Pleasenote that the reviews illustrated in this manual were created for example
purposes oty and do na reflect actual results for sponsors shown.
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4.2.1 Sponsor Review Page

The Sponsor Review page is accessed from the Review Summary page. Click Select next to the
sponsor name in the blue banner.

il Overview Review Summary Acton Public Schools (2)

Jump to Question

Review Listing
Select Name Period Rev Nbr  On-Site Date Begin Date End Date Assigned To Status Action

[ Acton Public Schools (2) Jul 2020 0 Open ®

B References

The Sponsor Review page displays. Sponsor-level content area links are available under the
Content heading of the side-bar menu and allow the user to access related review forms.

i Overview Sponsor Review Acton Public Schools (2)

iif Content
Summary of Review Sites
Certification and Benefit Issuance

Meal Counting & Claiming Jump to Question

smpliance

e e

Review Status

B References

The Content section of the side-bar menu can also be used to see the number of findings and
unfinished questions within the review. If a content area contains any findings, the number of
findings will appear inside a yellow circle. Unfinished questions within a content area are shown
inside a red circle.

The progress bars to the right can be used to quickly determine progress within each content
area. Green represents completed questions, yellow represents questions that are in progress
but missing information, and red represents questions that have not been started. Findings will
display here as well in a yellow circle next to the progress bar of the associated content area.
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4.2.2 Side-Bar Menu

The Review Summary and Sponsor Review pages that you will be working in include a side-bar
menu (to the left). The side-bar menu will update to reflect the screen you are working on (e.g.,
navigating to the Sponsor Review page will result in sponsor-specific tools, content area links,
and resources available in the side-bar menu). Additional instructions on the tools and
resources available in the side-bar menu are provided in section 6.0.

Acton Public Schools (2)

i Overview Sponsor Review
- 1 Summary of Review Sites
s
Jump to Question
LA
F e 2l Assistance Review Status
[ "
at t [ 1]
v ng & Claiming 2 I —
) =
i Content -
General Program Complianc /»—>>>">"

B References

4.2.3 Icon Menu

The Review Summary and Sponsor Review pages that you will be working in include an icon
menu (to the right) to quickly upload and access offline review documents.

il Overview Review Summary Acton Public Schools (2)

Public Sche Jump to Question

Review Listing m

Select Name Period Rev Nbr  On-Site Date Begin Date End Date Assigned To Status Action

W%

© imendations
[ Acton Public Schools (2) Jul 2020 0 Open ®

B References

Available icons and their functions are provided in the table below.

n View uploaded E-Review documents (will only display in the icon menu once a
document has been uploaded to the review)

Upload E-Review document

Numbers will appear next to the icons as documents are uploaded. For example, m
indicates that one document has been uploaded to the review. These numbers will change as
you navigate between the Review Summary and Sponsor Summary pages, as the uploaded
documents are specific to the page to which they were uploaded. For example, if you
uploaded a document while working on the Sponsor Review page, it would not show

up on the Review Summary page.
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4.3 E-Review Log by Sponsor
This function provides sponsor users the ability to view a list of all assigned reviews and to
access the associated Review Summary pages. See section 5.0 for step-by-step instructions on
completing the sponsor-level portion of the review.
1) Login and select a program year.
2) For administrators of more than one sponsor, select a sponsor.
3) Select E-Reviews from the main menu. Choose E-Review Log by Sponsor from the
dropdown.
4) The E-Review Log will display, listing all reviews that have been created for the selected
sponsor.

a. Choose the Select button to the left of a review to access the associated Review
Summary page.

b. Choose the View action button to open the E-Review Scheduling Entry form of
the selected review. This form will show details of the review such as the
program year, sponsor, review type, review status, assigned state reviewer, due
date, begin date, end date, and close date.

E-Review Log
Select Type Program Year Due Date Begin Date End Date Close Date Status Action
'} SNP Administrative Review 2021 6/30/2021 In Progress e

Note: Only one SNP Administrative Review can be scheduled within a program year; however, the
state can schedule as many follow ups as deemed necessary within a program year.

4.4 Corrective Action Responses
This function provides sponsor users the ability to view, edit, and respond to corrective actions
documented by the reviewer.
1) Login and select a program year.
2) For administrators of more than one sponsor, select a sponsor.
3) Select E-Reviews from the main menu. Choose Corrective Action Responses from the
dropdown.

4) Corrective actions documented during the review will display. Select Edit next to a
corrective action to submit a response.
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Corrective Action Responses Status Filter: [All ~ |Filter: [CShowAll Corrective Actions - v )

CA

Question Finding Due Response Apprv'd
Entity Status Number Number Finding Title Date Submitted Apprv'd Date Action
Kawaikini PCS (4411-3) Open 126 9000 Certification and Benefit Issuance O ® 7
Kawaikini PCS (4411-3) Open 129 9000 Direct Certification O ® 7
Kawaikini PCS (4411-3) Complete 131 9022 The SFA denied some applications incorrectly. O 31172020 ® 7~
Kawaikini PCS (4411-3) Open 133 9000 Other Finding: Students were directly certified but receiving incorrect benefits. (] ® 7
Kawaikini PCS (4411-3) Open 134 9025 The SFA does not perform direct certification matches with the State agency according to regulations. (m] ® 7

5) The corrective action document will display. Review the original finding and the required
corrective action(s) outlined by the reviewer.

6) At the bottom of each corrective action document, there will be a section for sponsors
to reply. In the textbox (will show instructions to “Enter a Corrective Action Response”),
enter a response to the reviewer explaining how the required corrective action has been
completed. An example of a Corrective Action Response form is shown below.

Finding 9000
Question: 1110
Finding Title:

Smart Snacks

Finding Description Repeat Finding
The vendor does not have a recipe for the spam musubi on file. The vendor submitted nutrient analysis on one piece of musubi during the on-site review; however it did not include the soy sauce marinade. original
“ Finding

Corrective Action
Entered By’

Date Entered. 2/23/2018
Due Date:

1. Create a standardized recipe for the spam musubi including how many pieces the recipe the yields. Requir‘ed

2. Submit to the recipe .

3. Submit to the label for the spam 4 Corrective
Response By: Action
Response Date: 3/20/2018

recipe for batch of musubi is uploaded SpOnSOr

p Response

7) When finished, click Save at the bottom of the document. The response has now been
submitted to the state for review.

8) The Response Submitted column for the corrective action will now have a checkmark.
Maine DOE will either:

a. Approve the corrective action response. When this occurs, the Apprv’d column
will show a checkmark and an Apprv’d Date will populate.

b. Send back additional corrective action. The checkmark in the Response
Submitted column will be removed, indicating another response from the
sponsor is required.
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9) Repeat steps 1-7 until all corrective actions show a checkmark in the Response
Submitted column.

Corrective Action Responses Status Filter: [All ~ | Filter: |- Show All Corrective Actions - ~
CA
Question  Finding Due Response Apprv'd
Entity Status Number  Number  Finding Title Date Submitted | Apprv'd  Date Action
Complete 808 9000 Civil Rights 7M19/2018 8712018 ® 7
Complete 810 9000 Civil Rights TI2/2018 ® /7
Complete 1110 9000 Smart Snacks 8/20/2018 8/31/2018 ® 7
Complete 1212 9000 Professional Standards 7/19/2018 8/7/2018 ® 7
Complete 1217 9000 Professional Standards 7M1%/2018 87/2018 ® 7

5.0 Completing an Administrative Review

This section provides step-by-step instructions for completing the sponsor portion of an
Administrative Review in CNPWeb. If you need additional information on the organization or
navigation of the Review Summary or Sponsor Review pages as you work through the review,
see sections 4.2 and 4.2.1, respectively.

When ready to begin the review, you will need to access the Review Summary page.
1) Login and select a program year.
2) For administrators of more than one sponsor, select a sponsor.

3) Select E-Reviews from the main menu. Choose E-Review Log by Sponsor from the
dropdown.

4) Click the Select button to the left of the review you would like to access. The Review
Summary page will open.

5.1 Completing the General Portion of the Review

Maine DOE does not currently provide sponsor users access to forms on the Review Summary
page, so there should be no Content heading in the side-bar menu. Sponsors can expand the
References heading to view policy memos, USDA guidance, etc., relevant to the review. When
finished reviewing the reference documents, proceed to the Sponsor Review page (section 5.2).

i Overview Review Summary Acton Public Schools (2)

| References
Jump to Question

FR 220 SBP Review Listing
)

Select Name Period RevNbr  On-Site Date Begin Date End Date Assigned To Status Action

| Forms and I Acton Public Schools (2) Jul 2020 0 Open ®
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5.2 Completing the Sponsor-Level Portion of the Review

Each content area link on the Sponsor Review page includes a comprehensive set of questions
from all USDA forms and tools required to complete that content area at the sponsor level. All
guestions must be completed.

The Sponsor Review page is accessed from the Review Summary page (refer to section 5.0 for
quick instructions on accessing the Review Summary page). Once there, click Select next to the
sponsor-level review (located in the blue banner) to open the Sponsor Review page.

i Overview

Review Summary Acton Public Schools (2)
Acton Public Schools Jump to Question
L
Review Listing
£ Select  Name Period RevNbr  On-Site Date Begin Date EndDate  Assigned To Status  Action
(<]
I Acton Public Schools (2) Jul 2020 0 Open ®

W References

The Sponsor Review page contains sponsor-level content area links to the left (located under
the Content heading of the side-bar menu). To the right, the progress bars show the status of
guestions within each content area.

il Overview Sponsor Review Acton Public Schools (2)

£ Content
Summary of Review Sites

Centification and Benefit Issuance

Jump to Question

eal Counting & Claiming

e e

am Compliance

Review Status

i References Certification and Benefit Is:

Visit all content area links. Always read the reference documents for each content area before
completing the associated forms.

B Overview Sponsor Review

i1 Content

Summary of Review Sites
i References

Jump to Question
Instructions - Offsite Assessment Tool

Instiuctions - Onsite Assessment Tool Review Form - Certification and Benefit Issuance
Instructions - Prototype Application for F-R Meals Action Question Form Description
TCFR 245 Free & Reduced Eligibility [:] 100. OFs Certification and Benefit Issuance N/A due to SFA-wide criteria

USDA Eligibility Manual for School Meals
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After reviewing the available reference documents, answer questions by clicking the Edit
button to the left of each question, and make sure to open all purple tabs to access and
complete all forms contained within the selected content area.

W Overview Sponsor Review Acton Public Schools (2)

iif Content
Summary of Review Sites

Jump to Question

© 6

Review Form - General Proaram Compliance
[eVEUEM  Welness  SmartSnacks  Professional Standards  Outreach

B References Action Question Form  Description

800 OFS  Non-disc

801 OFS  SFA public release, coj

ised for Program materials

The number of questions within a content area may change throughout the review as you
provide responses. The system will automatically apply filters based on your answers and will
adjust the available/required questions as you complete the review.

Note: The color of the Edit button next to a question indicates its completion status. Green
indicates that the question has been completed and saved, yellow indicates that the question is in
progress, and red indicates that the question has not been started.

6.0 Additional Side-Bar Menu Resources

The side-bar menu allows the user to perform additional activities within the Administrative
Review. Sponsors can quickly navigate between review levels, check the review status, and view
notes, technical assistance, and commendations documented by the state reviewer.

6.1 Review Page Links

Links to the different review pages (Review Summary and Sponsor Review) are located under
the Overview heading of the side-bar menu. Expand the Overview heading and click the name
of the review level to navigate to the associated page.

Selecting Review Summary will take you to the Review Summary page.
Selecting the Sponsor Name will take you to the Sponsor Review page.

il Overview Review Summary

£ Review Summary
Acton Public Schools (2) Jump to Question
M Notes .
Review Listing
/ Technical Assistance X ) X .
Select Name Period Rev Nbr  On-Site Date Begin Date End Date Assigned To

& Commendations
[ Acton Public Schools (2) Jul 2020 0
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6.2 Review Status
On the Sponsor Review page, a Status link is available under the Overview heading of the side-

bar menu. This function allows sponsor users to access a summary of the review status. Color-

coded progress bars will show the status of each sponsor-level content area.

i Overview Sponsor Review Acton Public Schools (2)

Act slic Schox Summary of Review Sites
a Stan
Jump to Question

Review Status

\endatio
o Meal Counting & Claiming
112 Content

SENoxel FogTen Compaer - ]

B References

6.3 Notes
This function provides sponsor users the ability to view notes added by state reviewers.

1) Expand the Overview heading of the side-bar menu. Select Notes.
Notes can be accessed from both the Review Summary page and the Sponsor
Review page. The notes that display on the Review Summary page will be the
same as those found on the Sponsor Review page and vice versa.

a.

2) A Review Notes list will display. Click the View action button next to a note for

additional details.

i Overview Sponsor Review Acton Public Schools (2)

i Review Summary
Acton Public Schools (2 Summary of Review Sites

o Stat
Jump to Question

Review Notes
Entered By Date Entered Action

Note Title
Test Note Entry DIS Administrator 71202022 @

it Content

6.4 Technical Assistance
This function provides sponsor users the ability to view technical assistance entries added by

state reviewers.
1) Expand the Overview heading of the side-bar menu. Select Technical Assistance.
Technical assistance entries can be accessed from both the Review Summary

page and the Sponsor Review page. The entries that display on the Review
Summary page will be the same as those found on the Sponsor Review page

a.

and vice versa.
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2) A Review Technical Assistance list will display. Click the View action button next to an

entry for additional details.

Acton Public Schools (2)

i Overview Sponsor Review

Summary of Review Sites

o Stat
Jump to Question

Review Technical Assistance
Tech Assist Title Entered By Date Entered Action

TA Provided Dt
DIS Administrator 112012022

51572021 Test Tech Assist Entry

1 Content

6.5 Commendations
This function provides sponsor users the ability to view commendations added by state

reviewers.

1) Expand the Overview heading of the side-bar menu. Select Commendations.
Commendations can be accessed from both the Review Summary page and the
Sponsor Review page. The entries that display on the Review Summary page will
be the same as those found on the Sponsor Review page and vice versa.

2) A Review Commendations list will display. Click the View action button next to an entry

a.

for additional details.

Sponsor Review Acton Public Schools (2)

i Overview

Summary of Review Sites

i Siai
Jump to Question
-
# Te Review Commendations
Title Entered By Date Entered Action
®

7/20/2022

Test Commendation Entry DIS Administrator

i Content
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